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NEMKUUQXK FOR* Chief of Administration 

Office af the Deputy Director (Plana) 

SUBJECT t Depart# Beqaired fra* Field installations 

on Administrative Natter# 



1* An analysis he# been m ad# of the periodic rep ort # from field 
installation# which headquarter# office# under the Deputy Director 
(Administration) require for control, support end information purpoees. 
Attachment "A" is a compilation of theme report# and is submitted here- 
with for your information. 

2. It appear# that In a D over n aant agency comprising the madder 
of personnel that we have and the magnitude of operational program# 
and unique administrative problem# with which ve are faced, the reports 
required are a minimal far effective mnapant. It Is to be further 
noted that the type, regularity of submission and number of report# 
will vary with the else, complexity sad extent of activity among the 
field stations. Small stations (single currency, few personnel end 
no administrative support technicians) ere not required to submit any 
Security at I tod lc al reports, and h eve few Financial and Logistical 
reports; whereas larger mission# will submit cons ide rably more reports 
but generally only from administrative technicians provided to the 
field. Accordingly, with proper delegations of authority at field 
stations, there should be little or no report burden on operational 
personnel for administrative matters. 

3* After your review of the attached schedule, I will be glad to 
discuss this matter further with you to ascertain to what extent we any 
be able to effectively reduce the mmtoer or complexity of field reports 
without sacrificing the essential elements of good administration. 


U k. warn 

Deputy Director 
(Administration) 
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